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ABSTRACT 

North Dakota Occupational Models have been developed 
froar* the practices of actual bffices and businesses in the State^ 
duplicating real jobs and work materials and complete with pressure 
and decision-making activities^ to provide realistic work experiences 
for secondary students who have completefl the ,basic skills, courses In 
office education, A variety of suggestions for orientation^ career 
exploration^ and implementation of the occupational model plan are 
presented in the teacher's handbook. Using instruction packets <kits 
comprising materials collected from actual businesses) the teacher^ 
in the role of office supervisor^ conducts simulations which can 
substitute for or enrich the cooperative office experience, Thus^ 
teachers wishing to implement a program of occupational models must 
develop packets relevant to businesses in their own areas. Using the 
o.ccupational mod<el^ office education class;es may be organized under 
the individualized, instruction plan^ the totation ,plan^ the battery 
plan^ the supplementary plan (with cooper^itive work experience) ^ and 
the full-scale simulated office plan. Tips for various types of 
organization are offered^ and directions are provided for setting up 
a full-scale simulation, A report of the models' development and 
brief descriptions of the 24 models are available as CE 004 108. 
(AJ) 
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The North Dakota Occupational Model Plan should provide every student 
in the state whose career goal focuses on office employment the opportunity 
to be vocationally prepared for some level of office work. 

The achievement and attainment of success in pre-employment training 
an u career exploration of each student is dependent on the innovation, know- 
- ledge, skill, and methodology of the individual teacher. Lacking adequate 
materials, however, even tlie most resource^l teacher is handicapped. 

As a result of the three-year Exemplary Program at the University of 
North Dakota, funded "by a grant from the North Dakota State Board for 
Vocational Education, learning materials appropriate to an agriculturally 
dominated state have been developed. A major criterion was established^ 
The materials should be realistic, relevant, and meaningful for students 
at every ability level. Additionally, the instruction packets shpuld be 
designed so that they would be used by teachers, no matter wnat type of" 
program, facilities, or equipment are available. Every teacher should 
V be able to implement the concept—beginners as well as "old pros," inno- 
vative and creative, as well as the less resourceful. 

After a year of deliberation', argument, frustration, and mistakes, 
we finally agreed upon an old concept in a new dress. We decided to 
develop a series of position simuKiLion packets designed in such a manner 
that students could work semi-independently . We called them OCCUPATIONAL 



MODKl,S. 



",\n occupational model is a synthesis of activities performed by 
;m office worker in varying sized offices in :a single industry. 
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* ' ... 
CHAPTEI( I ' 

ORIENTATION 

"North Dakota Occupational Models have been developed from actual offices 
and businesses in -the state. THfey seek to duplicate real jots and materials- 
of those companies, complete- with pressure and decision-making activities." 
The instruction packets focus on the performance of production projects which 
take place in the company. Thus the occupational- model concept can- substitute 
or enrich the cooperative office experience. Bather than sending. th.e student 
out on the job, however, the job has been brought to the student. 

Many of the principles and procedures detailed 'in the 'North Dakota 
Coordinator s Manual, Vocational Office Education for Tomorrow's Worl d, are 
applicable in the occupational "taodel plan. ^ : ^ ~ 

A variety of suggestions for orientatdon . career exploration , and im^ 
plementation of the occupational model plan are presented in this book. Each 
acta-Hj-ty cited has been tried and found effective during the field-test ex- 
perience. No one school has u§ed them all, but every idea presented 'has been 
tried in some of the l8 pilot schools, and a number of examples have been used 
in several programs. * « , -. . 

\ 

The more closely the teacher intends the occupational model plan to sub^ 
stitute for on-the-job experience, the more he will wish to duplicate the co- 
operative method. Therefore, frequent references to the ND Coordinator's 
Manual are included; ^the citations referring to a'particular Phase, Checklist^" 
and Form No. • * . 

OBJECTIVES OF OCCUPATIONAL MODEL INSTRUCTION FOR THE STUDENT 

^? Integrate previously learned office skills and knowledge wKlch 
* will enable the student to become employable. . 

^ 2. To acquaint the student with a ranga of career choices available 
in North Dakota based offices and businesses. 

3. To provide sufficient proficiency so that, once employed, the 
student may retain^ and 'advance on the job. 

•> I 

4. To provide the stud'ent with a* variety of office positi-)ns so that 
the student may explore and evaluate his career goals in the light 
of the office cluster, 

5. To close the gap between a student's pcrceptipns of office work 

as a career and the reality as exemplified by North Dakota offices. 



J 



ERIC 



OBJECTIVES OF OCCUPATIONAL MODEL INSTRUCTION FOR THE TEACHER 
1. Can be use<J by a^l* business teachers in the state. 



2. Are approp^iat^e fiB^complementlng, suppTementing, or substituting 
^ *fpr cooperative worWfcaxperience programs. 



3. Are appropriate for complementing and supplementing the education 
and .training students ,hc>ve received in basic skill courses. 

4# Are appropr^iate ^or complementing and supplementing occupational 
guidarice -^c^reer exploration within the office cluster); so that 
the teachec has meaningful materials with which to expose students 
. to a variety of companies. Teachers can instill an understanding 
of the employnfent opportunities within the state, as well as 
helping students* gain an awareness of what they want to do, and ^ 
don't Vant to do. > . - " 

IJBTHOI^ OF^ IMPLEMENTATION. . ' ^ 

* »' 
Office education classes using occupational models may be organized under 
the individualized instructioit plan, the rotation plan, the battery plan, the 
supplementary plan with cooperative work experience,, and 'the full-scale 
simulated office plan. Tho career exposure approach is integrated throughout 
every plan. 

Individualized Instruction . The student may work on his own, at his 
own pace, in the simulated company and on the position of his chojjce. 
Ad^ advanced proficient student progressing at his own rate, even with 
the addition of the contingency tasks ,"'might conceivably cover 8-10 ^ 
models in one year (4 - 5 in ofie semester); while the slower student 
could be allowe'd to spend a longer perioti of time on each model and 
complete' only a few, thus gakving a feeling of successful achievement. 

y " The flexibility of the occupational model* instr^ictional plan provides 
the teacher the opportunity of helping each, stuident achieve according 
to his own level of interest iind ability, and within his particular 
career goal limitations. 

S ^ ' 

When this* plan is implemented, the teacjier may find he becomes better 

, • acquainted with each student, Arid his nange of abilities. This, in turn, 

should aid Llie teacher when he ready to assign — -or help the student 

select — the next mode]. 

Rotation Plan . The average working timo for most modeij^s is approximately 
20 hours — two w^^oks for a tV\?o~hour block program; 4-5 \^eeks, for a 45 - 
50 minute, one-hour block program. Thereof ore, the teacher may wish to 
keep all students on a regular rotati ng scht'dule with a set completion 
time. With this plan, studont^i work on a certain model for a given 
length of time :uh1 thi^n sliift to another model, just as they would in 
an office machines c Liss. 




-3- 
- \^ 

Battery Plan , All students work on the same model at t^e same time. 
Having a number of models of 'one kind is important in order to imple- 
ment this concept. The teacher would have to duplicate enough kits 
for each student, since there must be enough kits for the, entire 
group to operate as a class. This plan lends itself to a ''practice 
$et" type experience. During the field test, it was found that 
students tend more to compete — wondering if they are '^keeping up" as 
fast as others — rather than gaining the office atmosphere concept 
whareby office employees work on differ^t types of things at diffemet 
speeds. 



Supplement to Cooperative Work! Experience . Under this plan, a student 
^selects a model that is similar in both company and position to^his 
community "work station. The model activity can be conducted either 
prior"^ to, or concurrent with, the job experience. 

Simulated Office Plan . There are a variety of ways this plan can be 
implemented. To understand the flexibility from the simplified to 
the complex approach, refer to the section of this book, entitled 
^'Foil-Scale Simulated Of£ice," page 55. 

Career Exposure Concept . This approach is integrated throughout every 
'.type of plan and with every phase. n ^ ~ 

If a student has a 'career feoal of working in a particular type of 
industry or business, but docs not know what his specific positional 
aptitude is, he might select several occupational models within one^^ 
type of company, such as banking, insurance, the medical field, 
agriculture, and so on, rotating on a variety of position categories. 

On the other hand, if the 'student knows he would like to be a ^ 
secretary or bookkeeper, but cannot decide what type of office he 
prefers, he could choose- $ecre!tarial or bookkeeping position models 
in several different types of firms and fields. 

TIME LENGTH FOR INDIVIDUAL PROJECTS ^ 

Occupational model project time estimates (in Supervisor's Kit for all 
24 models) are based on the formula that if the actual offiqe worker performed- 
the activity in 45 minutes, the average length of time spent by the student 
would be equal to two (2) hours. Subsequent to the pilot test, some project 
time estimates were revisc^d. tt was found that the fiYst two or t4iree projects 
of any given model take the new employee a little longer to. complete. Once he, 
is familiar with the job, he will generally work through the given projects at , 
a faster rate. , ' . ' 

Both teachers and students are accu5^tomed to classroom projects that fit 
neatl,y into a class period and/or designated time slot. Offices do n^t work 
this' way. A project may last'half a class period or may take- three -or four 
days to accomplish. A number of model projects are long, ^itice projects were 
designed directly from ND office workers' actual duties, in some cases there 
was no way to limit project length and still maintain realism. 
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The rime estimates in the Supervisor's Kit for each project reflect the 
average time for students to complete a project. While the leacher occasionally 
may establish office deadlines to simulate a rush job with selected students, 
the teacher should not use the time estimate as a classroom deadline. Sug- 
gestions for developing the office environment regarding time include: 

1. "Leave the job in the office." Students do not use models as 
homework. 

2. ' Students clear their desks at the end of the wo' real- 

izing that the next day they will continue witl \i . ce 

projects. ^ 



OCCUPATIONAL MqDEL TERMINOLOGY 

Til ^ following terms are used throughout this book in referring, to the 
occupational model instruct ional plan. 

1. Accept /Reject Form - This form appears in the Supervisor's Kit* It^ 
is a checklist for the supervisor to keep a record of each employee's 
work as he proceeds through model projects. 

2. Briefing Sessions - Initial planning sessions. Students brain-storm, 
p^lan, i'fttplement, arrange, devise, etc. 

3. Company Manual - This manual appears in the Employee's Kit only. The 
supervisor may wish to review this with new employees.. It informs 
the' worker of the company's history, purpose, operations, employee 
policies, organizational structure, and pertinent personnel with whom 
he wii-. work. Job description and employee qualifications are also 
included. 

4. Contingency - Additional projects, provided to give more realism and 
perhaps more difficult in-depth activities to the models -They 
are located in the Supervisor's Kit, so the employee need never see ^ 
them unless and until the office supervisor leaves one in the employee s 
in-basket. 



5. De-briefings - Similar to office meetings. Small or l^rpe group 

ses'-Uons. Employees engage in evaluation of the office; their jobs; 
human relations problems; plans, suggestions for change; etc. 

6^ Employee - (Student) Once "hired," students become employees. 
Teachers are encouraged to look upon their "former" students as 
office workers; and to also encourage workers to consider one 
another as "fellow employees." 

7 nmplovoc^'s K it - This 'jtntains the Supply List, Performance Goals, a 
Self-Evaluation form, the Company Mcinual, the Procedures Manual, and 
tLhc Employee's '.Manual (with project instructions). 

8- j^iinililLLYkJ^ ^^^'y ^'"^ objective or subjective; may be graded 

t 



or ungraded; m<iy be' fo'-mal or nifonnal. Basic dif fi^ri^nt iation between 
formative and suinm<itive is^ that tlio^ formativ^e is ,an in-procoss, measure 
of chedclng where the student ijs, compared to where he should be. There 
is still time to provide remedial instruction (for the entire class or 
•elected individuals). The term, as its name implies, still 
, time for furthec^ formation of habits, skills, and knowledge. 

9; Hirod-Firod-Transferred - After a student has applied for work in a 

particular company and it appears to the teacher this is a good choice, 
he is "hire'd" (assigned) to tliat job. Because of lack of ability, 
poor c|.ttLtude, etc. he mi^ia.be "fired" (Iremoved from the model); or 
he could be "transferred" to /motlier eomi^iaay or position- 

I 

10. In-Service Training - Similar to company on-the-job training sessions. 
Synonymous- with "classroom instruction on OE units." Can be refresher 
courses or new unit instruction. 

11. Internal Office - Of fi ce" procedures such as central files and sipplies, 
payroll system, etc. Funt^t'ions with classroom positions; develops 
interaction among workers , work flow, etc./ 

12. Job or PositUm - Synonvmous witli model. When a student's job or 
pa« i t i on , f oTl^xamp le , is "iiookkeeper in the Nokato State Bank," it 
means he is working en that particular model. 

13. Office - Synonymous with classroom. Once students are hired, they 
become employees ,uul the classroom should function as an office.' 

14. Performance Goals - Kach model contains its own set of performance goals, 
located in the fn>nt of the' Employee's Kit. The teacher might wish to 
allow students to Look tliese over before they "apply for work.'* Both ^ 
employee and supervisor may use these goals, at the end of the model as 

-an evak4ation guide in i?ons-idi^ring vhcther "trhc employee has accomprlisKed"" 
the goals of tliis v;e^^k position. 

15. Proced ures Manual - This manual appears,, in the Employee's Kit only. 
Th'e supervisor will '^o have a general knowledge of its contc^nts. 
This manual cortains all the infnrm,ition the employee should need to 
understand his job-^ It simulates the company files, or details that 
a fellow rmplovtv" would sh.ire^ with n new member of the team during an 
"orientation to ihc \oW'' sei-'sion. UMu^n i n doubt, tlie e mployee siiould 
aiwavvs j,MmMj_lt^j'. ^'s L^^'^:^:<blL^Ll AL^lli'll l^^'^ot"^' asking questions of cither 
tlie office sepiTvi'^or or a fellow worker; 

Ih. pnje^ t - fndivMlual aetivities wliich tiie^ employee^ must perform in 

uCh job". These vu)v be dailv routine tasks, duties that aw' integrated 
with other dutie-^-, or isolated one-t i me-oii Iv resuonsibi 1 i t Lefi. Kach 
nKHlel eonlain';^ Ireii. 10-20 projects, depending on the difficultv and^ 
length of tlie prele cts iMuluded in that position; ,as well as the ability 
leve loft he noiii^ 1 . 
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17, Self-Evaluation Form - This form is located in the Employee's Kit, 
directly behind the Performanro Goals, The teacher may not always 
wish the student to evaluate himself. If so, however, the employee 
should look over the performance goals upon being hired, project his 
own goals for this job, and subsequently evaluate himself at the end, 

18, Subjective Evaluation Form - This evaluation sheet is provided in the 
Supervisor's Kit so that the supervisor • may evaluate the employee's 
performance in terms of attitude, cooperation, attendance, use of 
supplies, etc, 

19, Summative Evaluation - A summing up. This may be an end"(|f"unit test; 
or an end-of-course measun^ment of the student's final grasp (or 
growth) toward the established and expected objectives and standards, 

20, Supervisor - (Teacher) The teacher must change roles, .even in his own 
mind. Once the occupational model instruction begins, he is no longer 
a teacher , but is now the Office Supervisor, 

21, Supervisor's Kit - Each model cent nines two separate parts. One kit 
for the teacher, and one for the student. The Supervisor's Kit contains 
evaluation sheets—both objective and .si;b ject ive~correct forms and 
copies of correspondt^nce, and other instructions that an office 
supervisor would otherwise know. Supply lists, supply forms, and 
contingencies are also included, 

22, Transmittal Form - This form is used in nearly every model, (The 
Telephone Clerk transmits information to the supervisor via the 
telephone,) It Is similar to the "routing slip" used in many offices; 
however, in the occupat ionaJ model instruction plan it simulates t]ie 
action of the (Employee in distributing completed work. It indicates 
to whom (or to which department) work is sent once the employee com- 
pletes the project. Each form should be correctly and completely 

■ filled out by- th~e employee "so tm^^^^ ttT^employee 

understands the correct distribution, in many cases, for instance, 
a number of correspondence or form copies are prepared; but each copy 
is transmitted to a different person or department within the company, 

23, Working Papers - Ineomini; nuiJ: forms, sales tickets, checks, bills, 
invoices, etc. Various calculations and verifications may bo per- 
formed relating to these materials; or they may be filed following, 
posting and recording procedures. Working papers should be renioved 
fr.-ii/kits, .ut to size, and filed in labeled folders or envelopes'" 
re.iuy for i.se pri(H' to niodel ariivily. 
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PRE-REQUISITES 

There are basically two pre-requLsitus for the student entering the 
occupational model instruction plan: 

1. At least a one-year course in tvpcwriting. 

< 

2. Office practice units 'involving : office machines, filing, record- 
keeping, production typewriting, etc. 

Previous instruction in shorthand nnd bookkeeping is desirable, but not 
necessary. Machine transcription can be subaituted for shorthand dictation;' 
or the teacher may allow the student to type rorresporidence and reports from 
rough-draft or script copy. 

Models provide a capstone oxpcrioncc. They are not basic instructional 
texts- nor are students cxpucted to have l,ad all of the prior training needed 
in order to cope wi-th the model po.sjtions.. Tt is the teacher's responsibility 
through either pre-trainii.g, or during interim periods as the need arises, to 
introduce instruction. This could be done through the presentation of units _ 
(see page 19) ^nd can be conducLcfl on an individual or group instruction basis. 

Bookkeeping models, for i-x.implc, contain the job activities themselves, 
not instructional details. T.-a<-hc rs aro cncoura^>rd to stress the importance 
of legible handwriting, the -v-ed Lc k.— > postinj; up-dated, procedures for 
posting to journals' "and ledgers, et..'. 

OFFICE EXPERIENCE 

After working through v.'riou.; oc cto.iti.- r.l models, the student will have ■ 
gained experience in the folJ.-winp, office .lis as they relate to specific 
jobs: 

1. Typewriting- rorr: spondonco . forms, rough-draft, composing, 

nastfff.; 



2. Shorthand: office ".tylc dictation, tvping mailable transcripts 

3 Record-keep ip^,:' T'->r.tinf; to li'«,;,.rs, forms, accounts; bank deposits, 

<-aqh, j-xrcndinp. invoices, balancing accounts, 

Z,. Handwritiiifi: .'"'"v iierical acti-'itics are done in rough draft 

f,)-i .^itli pencil, or final posting with pen. 

5 Machine IDict-atio. c ■ Uvle dictation, machine operation; in some 
& Transcribing',: la-v, v l! y..un experience in actual dictation. 

6. Duplicating: preparation o" masters, stencils, thermofax; re- 

procluc'ini', ati ' macli'inc operation. 
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7. Office Machines: 

8. Filing: 

9. Telephone: 

10. Mail Handling: 



adding machines, calculators, reproducing machines, 
and copiers. 

alphabetic, numeric, subject, geographic; tickler, 
preparation of materials, retrieval, etc. 

office operation, procedures, techniques, keeping 
of records pertinent to telephone follow-up. 

correspondence, distribution, classification, 
incoming, outgoing, packaging, etc. 



11. Office Supervision: making own decisions, self-discipline, responsibility, 

follow through, supervising people and activities. 



\ 
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TEACHER* S PRKl'ARATlON 



The teacher should: 

1. DETERMINE PROVISION FOR office supplies, duplication of needed forms 
and materials from kits; plus envelopes, carbon paper, copy paper, 
ditto or stencil masters, duplicating paper, etc. fs^tudents, 
school, class, department provide, etc.) Have these ready for use 
BEFORE vfork begins. 

2. BE AWARE OF EQUIPMENT NEEDS - Have readily available* for employee 
use, or make prio,r arrangements for adapting^ . ^ /copying 
projects - use' of copiers, duplicating equipment, or both) 

3. PREPARE WORKING PAPERS - A majority of the models contain working - 

paper^• ~ " . ^- ^ 

(Examples: ,'incoining checks from customers, invoices, receipts, bills, *: 

•^aies tickets, mail, forms an<^^ther records) 
Because manf^df these forms are 'small, they are^^gcii^eti-'several to a : 



page. 

In order to provide the employee with a realistic office experience, 
these forms should be removed from the kits and cut into proper size. 
They can be filed in labeled packets and made available as required. ^ 

The teacher may use this preparation as a learning experience (filing, 
etc.) for students \prio-i to model activity. A class other than the OE 
might be allowed toXprepare materials. 

4. DETERMINE CORRESPONDENCE-HANRLINGXPROCEDURE - dictation live, by tape, 
prepared transcription belts, or prfrp^ed rough drafts. (Letters are 
in Supervisor's Kit) . , , 

5. MAKE DECISIONS LEFT TO SUPERVISOR'S DISCRE>IO|I - and explain during ^ 
the orientation period with employees: i.e/, as follows: 

a. are carbon copies to be corrected? . ' 

b. how are supplies handled (inventoried, filed, distributed)? 

c. how should projects be transmitted? ^ 
(in-out basket at supervisor's desk/in-out baskets at employee s 

desks) 

d. what constitutes "Mailabilit/T (Accept/Reject) ^ 

e. correction method (erasing, liquid correction, etc.) - 

6. DETERMINE - how many and which evaluation sheets will be used 



a. Self-Evaluation. IJ[ used, the supervisor should determine the 
follow-up .procedure 
Subjective-Evaluati 
follow-up procedure 



ERLC 



follow-up .procedure. ^ , ^ , t 

b. Subjective-Evaluation. If used , the supervisor should oetermine 
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c. Employee Check-List (Accept/Reject Sheet). Supervisor uses for 
checking completed projects. 

d. Grading and/or evaluation method. 

e. Explain ta students and/or let them help deci-de. 

- 7. CONTINGENCY USAGE - Determine and how these additional projects 
will be used. Examples as follows: . . 

q.* extra - added at the end of the Model (for exceptional students) 
*b. substitute for some other project (s) (any student) 
*c. Inserjt as "rush" jobs (any student )\ 



*Simulate "Office Pressure." ADD Hn the middle of oth^r work, with a rush 
deadline. ^ . - 

It is recommended that office-pressure deadlines be added only after employees 
have experienced a degree of self-conf*idence on their job; ^d/or with students 
who evidence the ability to cope with this increased responsibility. 



Suggestions for assuming this role : * 

1. Transmit remarks to employees in person or on the transmittal form. ^ 

a. Avoid making corrections for students on correctlble copy. 

b. Avoid use of a red pen or pencil. 

c. If letters and materials have correctlble errors, list these 
on the transmittal form and return to employee for correction. 

d. If letters and materials are acceptable (mailable), sign them , 
(signer may wish to develop a different handwriting for each " 

officer or dictator In the company) 

2. Use the Employee Evaluation Sheet, marking the Accept/Reject columns 
and Remarks column. 

3. Indicate on items which have first been rejected that they are 
corrected and have been accepted. 

A. See that employees follow through; l.e#, correct errors quickly, 
prepare materials for mailing, place In oUt-going mall basket. 

5. THINK OF YOURSELF Xs THE EMPLOYER. Would yviu ask employees to use 
extra supplies- and add to the production time in order to have a 
letter redone when a careful correction would, in fact, make it 
' "mailable." 




HOW TO ASSUME THE SITPERVISOR'S ^ROLE 



The teacher must "change roles" - even in his own mind; 



The teacher is no longer a teacher - but is now the . OFFICE SUPERVISOR, 



EXAMPLE: Suggest future changes on the transmittal form. 

Certain instances may be mailable; however, you 
want students to use a form or style which is 
different and preferable to you. 

Such as: ' Mr. and Mrs. John Jordon 

1643 N. Cherry Avenue c • 

Grand Forks, ND 58210 

On Transmittal Form you might accept t )iis address style 
but ask that hereafter the employee type out the word 
North, 



next page for example. 
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DATE 



THE UNITED HOSPITAL 
TRANSMITTAL FORM 
December 9, 1971 



TO 



TITLE or DEPT. 



Mrs. Ruth Jacobsen 



In-Service Education Coord|,nator 



COMMENTS: 



Letter to Portex Division 
for signature 




FROM 



(Employee's Name) 



TITLE or DEPT. 



In-Service Secretary 



/ 



ERIC 



/. CHAPTER TI • ■ 

SUGGESTED, ACTIVITIES ' 

FOJR 

IMPLEMENTATION AND ENRICHMENT 



Filll-scale model office simulation, individualized' instruction;, cooperative j 
work experience complement, career exploration~alL have found expression in a . 
program- that, through the field-test experiment, seems to have almost endless 

flexibility. • , ' , . 

' ' • ' ' ** 

From initial job applications and interviews, through supervising the 

student on the job, publicizing the vocational pTog'ram in the school and community, 

on to the final evaluation stage, many teachers are, already discovering th^ 

versatility North. Dakota Occupational Models can provide. 

Presented on the following pages are mahy suggested activities. No one 
teacher or program will want to implement all of them. They are provided 'for 
your>se because other teachers in. North Dakota found, them successful. 

You, too, will no doubt originate many ways to implement the occupational 
model plan. Perhaps there will never be two semesters alike. There will surely 
be no two programs identical in operation. 

You need not be concerned that your students are not all vocationally com- 
petent when they bogiii the^^ program. They have the basic prerequisites. The 
occupational model plan is a learning experience. Though still in the classroom, 
students are on. the job; yet you have full control. Despite all of your pre- 
planning and orientation activities, it may be necessary throughout the program - 
to adjust pre-conceived plans. The occupational model program allows all the 
flexibility you wish to initiate. " Make whatever adjustments se?m necessary— 
and then make them again next month If needed. 
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DIBECTCD WORK flXPERIENCE 
WECKLY REPORT 



Name of Trainee., 



Name of Employer 



Date 



(if hired for a special project) 



Time Time Hours 
jn • Out Worked 



Mon. 



Supervisor's Comments 



signature 



Work Performed 



Tues. 



Wed. 



Thurs . 



Frl. 



Sat. 



Total hours Tvorked 



New Information I Learned: 




J I hereby sign this form knowing it is a true description of my work. 



Student's Signature 
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PiRSONAL 

Name 

Address 



APPLICATION liLANK 



Middle 



Telephone No. 



(Maiden) 

... Social Security Number. 



Type of work preferred 

If accepted, when can you start? : Salary Desired „_ 

□ Male □ Female Married □ Single □ Other,.... Height 

Dote of birth , yyeight 

Are you a citizen? 



/ 



Jn. 



Month Day 

If not, do you intend to remain permanently In the United States?. 

How much time have you test on account of illness in the last two ycars?>_ Explain 

Hove you ony physicatlmpairments? Describe . . 

EDUCATION 



^Lbs. 



Type of 
Sdiooi 


Name & Address 


bates A 
From 


ttended 
To 


Diplomo 
or Degree 


Mojor 
Course 


High 












Business or 
Secretarial 












College 













What business machines can you operate?. 

Typing speed : words per minute 

Are you presently enrolled in courses of study?. 

IMPLOYMENT 



Stenography speed 

— If yes, explain _: 



. words per minute 



DeKribe below in detail all employment {full-time and earMimcl^egin^woA employment and work 
^boctcensecutiwJy-tayouf fifsf job sincr^teavlnVhlgfTschool or college. Attach extra sheet if necessary. 



IfRQtli of Imployment 
Fron „ Ha. _ if 


firm Nome 


U . Mo , Yf. 


Total In. .. Mos. 


Type of Justness 


lottftioiRinsi Wkly. 


loosoR for loovrng 


Duties 



looQth of Impioymont 




From -1 Mo. 


n. 


To „_Mo 


^, Yr. 


Totol Vr* _ 


.^-Mos 


lotest (ornings 


Wkly. 


itoson for leaving 



firm Nome 



Type of Business 




Duties 



Street Address 



Your Title 



City i Stote 
Supervisor's Nome, Title I Tel. No. 



M hereby affirm Ihot the Information given in ll^ls appl^coHon i$ truo and that I have not knowingly withheld any fact that 
would, if known, tend to react unfavorably upon Ihc consklorafion of my appticalion for employment. I understand 
Ihot any misstatement or omission of a material fact may be cause for dismissal. 




Dote of Application 



Your Signoture 



\ 
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INTERVIEW APPRAISAL 







, Negative 


Fair 


Good 


Excellent 


1. 


0 

Interest in the job . 










2. 


Eye contact 










3. 


Ability in oral expression 












General appearance 










5. 


Attitude 










6. 


Courtesy, cooperation 










7. 


Personality, poise 




• 






8. 


Self-confidence ^ 











^COMMENTS: 



LETTER OF APPLICATION 



RESUME 



APPLICATION FORM 
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•*ROlir.HRIOEIl" OFFICE-Tlili it the tcetic at Lisbon 

High School's office cdiicalhm classroom as local sitt^enU 
lake part in the field-testing of North Dakota Occupational 
Models, which have been developed by the University at 
c;raiid Forks. A real office atmosphere Is simulated to lend 
realism and aid the students in learning iNisiness practices. 



part in field testing 



Lisbon High School office 
education students ar£ par- 
ticipating in the field-testing of 
Uor(h Dakota Occupational 
Models, which have been 
developed by the University of 
North Dakota. 

Under the supervisimi of Mrs. 
Doris Stroh, instructor and 
coordinator of vocational office 
educati(H)« the class has recently 
completed work on a model built 
around the daily work of a typist 
in a county welfare office. 

Copies of actual forms and 
reports were typed as students 
become **employees" of 
Roughrider County Welfare and 
Social Services Center.. 

To lend ^realism to the 
simulation, the furniture is 
arranged in office fashion with 
outbaskets and name cards on 
each desk. Correspondence is 
signed, sealed, and **mailed" 
when it meets office standards. 

*i felt I learned ipore by on* 
the-^job training than by just 
learning things from a book jn 
class/* commented Barbara^ 
Lukes in hen evaluation of the 
project, Cindy McGregor said, 
'*lt helped me learn to follow 



.Within the next week, these 
same students will become 
employees of Northland 
Chemical Company and perform 
the duties of a secretary for that 
firm as Uiey test the materials of 
the s^ond Occupational Modd. 
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NEWS RELEASE (example) Add details, names, dates, ancj all pertinent information 

about your own program. 




^ ' , CAREER CLUSTER CONCEPT—OCCUPATIONAL MODELS 

IN OFFICE" PRACTICE 



North' Dakota Occupational Models are self-*contained instructional pa.ckets 
developed from actual offices in the state. They provide a realistic educational 
experience for students unable to participate in a' cooperative office education 



program. Models may also be used, however, to broaden and enrich the cooperative 
work experience. For instance, if a student's on-the-job assignment is a book- 
keeping statioa, he may desire to work through a boo.kkeepin^ modeJ In the class- 
room either concurrently with, or prior to, the actual job situation. 

' The career cluster concept is a built-in feature of the model plan. \t 
student is working toward a career goal as a secretary,' he may select stenographic- 



secretarial models from a variety qf„..f„ialds^_auch as- bankl^ig ; iTtsuranc^,"nfneai|cine , 

ed«cfatlon, oi^^riculture. On the- other hand,, a student may be uncertain abovft 

his specific positional aptitudes and intersts under the broad umbrella of |)ffice 

f 

occupations, and desire to explore. Should he have already found a particiuLar 

type of business appealing, jsuch as the insurance field, he might* select an iriy 

depth program by takirtg all -model positions — clerical, bookkeeping, stenographic,^ 

and secretarial — within^ that comf>any. ' ^ ' > 

The 24 ifl&dels, plus a teacher's handbook, were distributed to North Dakota * 

vocational office -education coordlnatbrs in August 1973. Every model contains 

a student's kit, a teacher's kit, and a company and procedures mariual. • - v 

Thesn unique North Dakota-based curriculum packets are the result gf ^ 

materials, gathered from busineSvSes throughout the state. Following initial 

■ interviews with 69 companies, 171 office employees participated in the' data- 

' ., , > . 

gathering process. Thoy submitted dplailod daily log sheets for a one-month • , 



period, together with actual forms and woifk pro"ceaxire«-_lnformatlon. 

Models are vocationally- flexible. They prepare studfents for woflc^,. small,, 
medium, *or large offices. Th^ are also Instructlonally flexible, allowing im- 
plementatlon In small, medium, or large schools. From the variety of model 
-difficulty levels provided, this Instructional plan Is suitable for high-, average-, 
or low-ablllty students. The moUel design allows the student wo work indepenc^ently , 
and at his own pace. , 

^ The North Dakota Occupational Model Plan seeks to duplicate many of the 
demands, pressures, and l)roblem-solving activities confronting an a(^ual' worker. ^ 
Here the student becomes an employee and learns to apply his previously learned 
basic skills and knowledge tp the Job. Now he rotates, not from machine, to 
machine, but from" an actual afflce position to ^'another, 'utilizing "real" office 
projects. He may also discover if his perception and expectations of the office 
environment and the world of work has been realistic, evaluating himself in 
terms of adjustment to the role of an office employee. ^ 



' OPEN HOUSE (or Tea) SERVES EDUCATIONAL NEED 



INTEGRATED LEARNINGS * 

1. Human relations 

2. ^ Decisionrmaking, plahry.ng, organizing 

3. Communicatibus' - oral^, written, 

4. Jyping, duplicating, assembling, distr*feutitig ^ , 
^ 5. Attitude and Character development - responsaLbilTty , copperation. 



etc. 



OBJECTIVES 



•I 

Learners will dejmonstrate cooperative effort^ tOwar.d a specific goal- 
'*a successful Open House, ^ / 

2. Leamars will deflK>nstrate effective planning/ organization, and 
decision-maklng abilities in the carrying out of the cotimlttee 
assignments,' and in.' individual respons:(-bilities« ' ^ 

3. Learners will demonstrate* poise in social situations, Including' 

* hospitality, serving refreshments ,\helping ^risitors feel welcome, 
: public speakiftg (Introduce t ions, annduncements , and presentations).' 



PROCEDURE 



1. Present-felie idea *of an Open Housf to students after gaining^ 
administrative approval. 'Students should select the committed? 
needed, se\ect a general chairman, committee chairman, and havfe. 
volunteers for committee * membership* The teacher is an hottorary 
member (only) of all committees^. 

2^ €oiamttJ:€€^ and/or full^grpup: . ; _ 

a. discuss guests to Invite.'' ^.^^^ . 

, ' b. discuss appropriate dress and b^havioF'ToT ^he occasion.; 

c. discuss committee meetings — arrange meetings times and reports. 

3. The teacher should continually stress that It is their Open House 
and express confidence in their ability to handle it. Th^ teacher* 
furtcClon is that -of, advisdt- » i - , 



COMMITTEES AND RESPONSIBILITIES ' ; 

1. ^Ptogram: Personnel select , program; determine presentations and who 
" should give the short speeches. Determine t;opics, a Master of 
^ ^Ceremonies, etc., as required.' 

'2. Hospitality;. Persopnfcl are a sigocd to greet guests, make Informal 
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introductions, keep t!io guost hook,Jinnd out programs, see that 
there 'are enough seats and places to hang coats* 

3« Food: Personnel plan rof reshmcMits, order supplies, prepare and 
serve ^ood» 

4. Program preparation: Personnel design, prepare, type, complete 

as well as check with other committees for accuracy of information. 

5. Set-up: Committee members obtain needed facilities, equipment, 
and "props," (following regular school procedures, such as 
requisitions, forms; go through correct channels to gain 
permission , etc. ) 

6* Clean-*up: Committee^ members return facilities and equipment to ' 
regular arrangement <or see that janitor does), return props, 
small items, clean up,, etc. • * 

7. Evaluation: Personnel report results of workshop, open' house, 
or tea in written form to all personnel* following event. . 

8. Public Relations: Personnel contact news media, professional and 
civic organizations, administration, teachers and Students, parents, 
and othei; guests; prepare letter.^ of invitation, news releases, and 
school announcements and skits. 



DEfTRED OUTCOMES . ^ 

1. Development of poise, cooperative attitudes , personal responsibility, 
and high standards of quality. 

2. Learning the Retails of organising and carrying out- a scoial/ 
professional - function: decisidn-makiag and f ollow-througli abilities* 

3. Development of studotfts* self-conf idenae; and^ theii ability to work 
as a team. ^^^^...^ \ 

4. Effectiv^ public relations tc stimulate community and school interest 
in the i^ogram. 

5. Community awarenes'J of opjiortunity offered Vocational Office Education 
studfiyts; as well as potential employer contacts for students. 
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EMPLOYRE EVALUATION FOHM 



^BMPLOYEE_ 

COMPANY: 




NOKATO STATE BANK 



PROJECT 
dtf NUMBER 

1-1 

1-3 
1-4 
1-5 
1-6 

r 

1-9 
1-10 
1-11 



INDIVIDUAL PROGRESS CHART 



DESCRIPTION^ 



Transmittal - Aker 

Letter w/Envelope - Applcgate 

Letter w/Envelope - Tompkinson 

Letter w/Envelope - Jacobson 

Letter w/Envclope - Thompson 

Transmittal - Christenson 

Letter w/Envelope ~ Longvicw 

Letter w/Envelope • Green 

Transmittal - Pike 

Letter w/Envelope • Rose 1 ami 

Letter w/Envelope • Lotus 



DATE 



MODEL: SECRETARY 



ACC - ACCEPT 
REJ REJECT 
ACC/REJ REMARKS 



2-1 



2-2 




3-2 
3-3 

3-4 

3-5 

3-6 



ERIC 



Transmittal - Aker 



Minutes - Board of Dirertors 



Transir.ittal - Green 

Stencil - Form Letter - Opiniinr ('Ihu'Kinj; 

Stenci] - Form Letter - Cert 1 f 1 e.ii c ef 

Ocpos i t 

Transmittal - Aker 

Stenci] - Form Letter Closing Clu'(M;iii?^ 

ACC(>M!^ I 

Stencil - Form Letter - \\<va\: Hue Letter 



/ 



ft 



A7 



39-a 



SUBJKCTIVJ; KVAI.UATION 
EMPLOYEE'S NAME DATK 



OCCUPATIONAL MODEL_ 
POSITION HELD 



No " - • 

Opinion Poor > Fair Avern^e Good 



1. Evidenced ability to follow instructions 

2. Const .entiousness about work 

3. Use of judgment and imagination (if noi^lofj) 

4. Appearance 
5* Attendance 

6, Initiative 

7. ' Courtesy to fellow employees 
B. Courtesy to Supervisor 

9» Response to written and/or oral instnirtion 

10. overall attitude toward work 



For Office Supervisor: If you needed an employee in the company on which this 
worker was assigned, would you biro thiR applicant? 



COM>fENTS: 



ERLC 



EMPLOYEE'S SELF KVALUATfON 
'EMPLOYEE NAM E ' » \ DATE 



OCCUPATIONAL MODE L \ 

— \; * 

Look over this Self -Evaluation sheet before bof,Innin| work for this company. 
Set your goals. Fill this out at the completion "of tie Model A Any comments 
which you desire to be strictly confidential will be oSnsidered \o. 

MY PERSONAL GOALS FOR THIS MODEL 



QUESTIONS OR PROBLEMS ARISING ON THIS MOPEL ' -\ 

POSSIBLE SOLUTIONS ' ^ 

RECOr^MENDATIONS 

r 

/ALUATION: Yes No 

Did I accomplish my personal goals on thi.s model? J 

Did I show improvement 

in skills? 

in speod of performance? 

in efficiency? ' , 

/ 

in knov?lrflf!c? 



ERIC 



in docjs'oa niahinj;^ 

As dn employee working for this conv,)anv, wis T 

J loyaU 

dili^'.c-nt ? 

rosponsihK^? ' 

As ar4 employee sharing office spnc'^ ^'qiiipmont, supplies, was 1 

cooperative? 

^ - courteous? , 



ATTITUDE RATING SCALE FOR. STUD|:NTS (questionnaire for students after participating in class) 
.^i^ections: Circle the nUmj^'ered response that must closely reflects your own-attitude/ . , 

Sliding Scale 

'l-J 2 3 — 4 -r-5 

4 

I. Did 70U show initiative . req'd prodding, dic^ the reqM found things to 

and ambition while enrolled ' ^ shirked your work do^without 

in this class? . responsibilities ' supervision 

. ^ 1 ..>-2 3 A '^5 

7. Were you quality conscious? careless reasonable; high 

" worker^ standards standards 

ll 2 . 3 4 5 

3 Did you cooperate with/' worked with worked reasonably went out of 

other Bttidents (when needed)? others well with others your way to 

^ . » help. others 
2- 3 4 f-S 

* 

4. Did you resRond to responded . accepted ■ sought 
constructive criticism? negatively- constructive constructive 

criticism criticism 

% ll -2 3-- 4 5 

5. Mow was your attendance? missed more about the same missed very 

than average as average little 

1 2 3-=--- 4 5 

6. Were you a discipline reqM frequent req'd some self-disciplined 
problem? " discipline discipline 

2-— 3 4-^- -—5 

7. Did you feel you could 'no. might confident you 
succfc in an office , succeed could succeed 
occupation be fore you took 
this class? 

8\ Did feel you vould no »lght ^^J^ .. 

\ succeed in an office succeea 

occupation after you took ^ 
t<^ifi class? ^ 

\ 

\ 

Ejyc \ . ' * 



Did you have sufficient 
skills for an office 
occupation before you 
took this class? (at time 
of enrolling) 



i 

10. J)id you have sulf icient 
skills for an office 
occupation after you 
took this classZ 



11. Did you have sufficient 

knowledge to gain an office 
job before taking the class? 
- (time of enrolling) 



12., Did you have sufficient 

knowledge to gain an office 
job after taking the class? 



13. "^w much effort did you 
put forth? (during the 
class) 



minimal 
skills 



some skills; 
might be 
sufficient 



skilled enough 
to be a 
satisfactory 
•worker 



1 2 -l-.-.^— -.™3 ^ ^ 4 ^5 

tniniinal { some satisfactory ' 

1 2 3 A --.-5 

minimal some; might be much; definitely 

sufficient satisfactory 

/ 

i — ^ 3 ^ ^ 5 

minimal - * some" • much 

1 ^ 2 3^--: 4 5 

some reas">nable much' 



1 
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ATTITUDE RATING SCALE FOR TEACHER (qU^aonnaire for teachers of participating students) 



1. Did he show initiative 
and ambition? 



2. Was he quality 
conscious? 

3. Did he cooperate with other 
$tudents (when needed)? 



4f Did he respond to 

constxtictive criticism? 

It 



1 . 2 

Requiret! prodding, 
shirked his 
responsibilities* ' 

Careless^ worker. 



Worked with 
others. 



5,. Attendance 



6. Was he a discipline 
.problem? 

• 

7. . Did he f^el he would 
• succeed in an office 

occupation before he took 
this course? 

8. " Did he ^.eel he would 

s\jcceed in an office 
occupation aft er he took 
.this class? 

9* Had sufficient skills for an 
office occupation before he , 
took this class? (at tire of 
enrolling) 

^loJ Had sufficient skills for an 
office occupation after he 
took the course? 



Responded 
negatively. 



Kissed raore days 
than niost students. 



Requitod frequent 
discipline. 



No. 



Minimal. 



Hi^nir.al. 



3 4 
Ddd the 
required . 
work. 

Reasonable 
Standards. 

Worked 
reasonably 
well with 
others. 

Accepted • 
constructive 
criticism. • 

Missed about 
as many as the 
average student. 



Found things- 
to, do without 
supervision. 

High . 
standards. 

Went out of 
hip way to 
help others. 



Sought 

consfructlve 
criticism* 

\ 

Missed very 
little. 



Reiiuired some Self- 
discipline, discipline. 

Might "Succeed. He wAs con- 
fident that he. 
would succeed. , 



Might succeed. 



Some skills; i 
might be j 
sufficient. ! 



Some* 



He was con* / 
fident that. he. 
would succeed. 

HeNffas con-. [ 
fldeht his 
^killsNwere 
adeguat£ 

Skilled enbtfgh 
to be a 
liatisfactory * 
* office worker. 



11* Had sufficient knowledge to 
gain an office job before 
taking the class? (time of 
enrollment) 



Minimal. 



Some; might 
be sufficient. 



Much. 



/ 
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> ATTITUDE RATING SCALE FOR TEACHERS (continued). 



12» ^ad sufficient knowledge to Minimal. ^ 
^ain an office Job after ^ 
tbking^ the* class? 



13. .:Hott much effort did he put 
forth? (while in the . 
class) 



Some. 



Some, 



Reasonable. 



i 

Much. 
Much. 



A*- ' .1 
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STUDENT OPTNIONN/\IRE 



OPINIONNAIRE: Voi students after completing occupationax model instruction* 

BilB^lons: Please circle the numbered response that most nearly reflects your own feelings. 
Circle one response for each quest loru 



!• Do you think yoil learned 
as much in this jplass as 
you would have wjlth regular 
textbook materials? 

i2# When you needed help oii\ 
some phase of th<^ \ 
Occupational Modeil, where^ 
did you usually find the 
answer? 



1 

much 
more 



little 
more 



Prpcedures a 
'anual reference 
V book 



I 
1 

3 

I 

about 

the 
same 



teacher 



4 


5 


6 


less 


much 


not 


than 


less 


sure 


4 


5 


6 



classmate made 
own 



other 



decision 



A 2 

\ 

enjoyed 
it 

somewhat 



no par- 
ticular 
feelings 



4 

disliked 
it 

somewhat 



disliked 
it very 
much 



3« • Now that Uave enjovod ' 

particip '.«u in the ^ it very . 

Occupational Model plan \ much 

\ of instruction, how do you / 
. sfeel about it as a method \ ' ^ . 

of learning? 

4* To what do you attribute your feelings (as marked in No, 3)? Check more than one, if 
applicable: 



1; more like a real office 

2. learned more about a specific career / 

3. learned more about a type of business / 

4. freedom to work at my own rate , 

5. Individual help from* the teacher \ * 
6» adequate explaxiation before the work began 

?• inadequate explanation before the work began , ' 

%• not enough help from the teacher 

9# had to take too much responsibility (make own decisions, find answers, etc.) 

10* did not s^em tp learn much ahotit of^'fice work 



:»M!ENTS : 



\ 
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5. If you ^re to take this class again, whxch method of instruction would you prefer? 

1, occupational model 

2. regular textbook and classroom instruction . 

^3. both the occupational model- and regular textbook/classrooiri instruction 

4. other 



5. ' not sure 



6. No^that you have worked for a North Dakota company ( i e^ ) , would- you like to apply for this/ 
-^ese positions? 



Yes No 



il If yes, which pne(s)? 



8. Why or why not? (refers to item 7, above) 



sWsinjie working for North Dakota companies, do you think you would Uko office work? 

__yes • No ^- * 

10. Why or why not? (refers to item' 9, above) 



I 



V 



/ ^ 

\ 

\ 



CHAPTER III . .^"''^^ ' 

INDIVIDUAL DIFFERENCES 

The North Dakota Occupational Model plan all^ows for individual differences* 
The brief descriptions suifflnari7ed (In Appendix) contains an evaluation of each model 
in terms of difficulty level. During the pilot test, in which approximately 
thirty to fifty students participated on each models the 18 teachers ranked 
models based on the range of abilities of the 'students in their particular class* 
Thus the ability-level of each model as defined on the description sheet has 
been established through actipn research, as well as through analysing other 



plans throughout the United States 



A review of literature was also conducted as part of the exemplary program 
activities. The next few pages suiranarize some of these findings, as related to 
both the less-than-average ability student and the exceptional or gifted 
student. v 

From the list of clerical duties shown on "pp. 49, 50, you will note the type 
of Job activities which, according to research, low- ability persons have proved 
they can successfully perform. It is hoped that the information presented on 
the following pag^s will help you select those TiK>dels and those particular 
projfect^ within selected models which will be most suitable for your students. 
Although ^ch model has been evaluated, as stated, you may wish to refine this 
selection process to meet the needs of your particular situation. 

Research hak verified that there are jobs available in the business .world ' 
for students with le'^^^than-average, ability. Not only are these positions 
available, but it is a *"hat the major employment opportunities for students 




in the lower one-third (in getWal scholastic ability) will be in business. 
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\ 1 

But only if, they receive appropriate pre-employment training. 

The low-ability and educationally disadvantaged student gen^erally has the 

2' 

following characteristics: 

* 

1. He has an intelligence quotient of 90 and below. 

2. He has an inadequate self-image. 

3. He lacks successful experiences which condition him for fail&i^e and 
demoralize him to the extent of creating a negative self-image and 
low estimate of his own competencies. 

4. He is unable to coimnunicate adequately, either in writing or in Speaking. 

5. He is one or more years behind his age group in school. 

6. He is frequently tardy, absent, or truant. 

7. He is apathetic ov indifferent toward school. 

8. His education does not meet his need for occupational training, 
and frequently seems unrelated to his world. 

Further research has shown the general characteristics of office JoJjs for 

which low-ability youth may be employed, including: 

1. The job is comprised of simple tasks, relatively few in number, which 
can be learned in over-the-shoulder training in a relatively brief 
period .of time. 

2. No specific areas of knowledge are required; although ordinary ability 
to read, write, and do simple arithmetic are assumed to be requisite. 

3. No previous work experience is required. 

4. Jobs require knowledge of only a few specific procedures. 

5. Jobs- require ability to follow oral and written instructions. 
'6. Jobs are" ordinarily repetitive, requiring. little originality or 

resourcefulness. 

7. Jobs ordinarily require- little or no planning, organizing, or 

developing on the part o^ the employees. 
S, It has little need for independent action or judgment. 

9. Accuracy and other standards of performance usually are important. 

10. Work is under immediate supervision. . 

11. Jobs may deal with people, things, or both. 

Wells determined in her doctoral study that the most common type of clerical 
job classifications filled by low-ability employees are mail or messenger ""clerk , 



^lUvin S. Kyf;ter, "Implications for Business Teacher Education," NABTE 
Bulletin 84 , National Business Education Association, 1966. 

^Victor Van Hook, "Business Education for the Disadvantaged,'* NABTE 
Bulletin 86 , National Business Education Association, 1967, p. 8. 

•^Elvin S. Eyster, "Preparing the Lower One-Third in General Scholastic 
Ability for Business Employment." Journal of Business Education , February 1966. 



clerk-typist > file clerk , me chaoical machine operators , receptionist , and general 
office clerk , ^ 

Business employers were also asked to list the type of clerical duties they 
consider opportunities for low-ability persons in the business world. They stated 
they would' be willing to hire the low-ability for:^ 

Duplicating and related wor k 

a. Stapling materials 

b. Photocopying 

c. Collating 

d. Operating folding' machines 

e. Operating stencLl duplicators 



Stock work 



toclc 



a. Physically distributing s 

b. Tagging stock 

c. Counting merchandise 

General office work 

a. Keeping office neat 

b. Running errands 
C' Checking supplies 

Clerical work 



a. Typing form letters 

b. Alphabetizing and sorting 

c. Filing 

d. Filling in printed forrns 
Office machines 

a. Fult koyhoara adding machine 

b. Ten-koy '<ulding machine 

Secretarial and ^4 Uu.>^ tl^^H^l^^^ work 
a* Sending tcK-gram^ 



'"♦Patricia WelLs. "A Profile of Office Employment Opportunities for Low- 
Ability Personnel In Vwnty Selected Metropolitan Areas throughout the United 
States/* Unpublished PhJ). Dissurtal ion , University of North Dakota, 1971. 

^Ibld. 
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b. Making appointments 

c. Proofreading 

d. Receiving callers 



Data Processing 

a. Key punch 
hi Verifier 



Everyone is "disadvantaged" to a degree-^-ii at least several areas. Every- 
one is also talented, perhaps even "gifted," in \or^ atea'as well. All students, 
at the opposite ends of the scale as well as the kve rage, must be challenged. 
Sometimes the advanced student gives a teacher m/re concera than the lower-ability 



6 

person 



Tonne, states. "These students should be eipected to accoinpllsh more in a 
given period of time and also engage in proj^tts of an increasing degree of 
difficulty and with a wider range of problei^."^ 

Yet the teacher needs to be certain tl^at he does not merely initiate gimmick^ 
to keep the academically successful occupied, busy, and out of trouble. Such plans 
are im^nediately suspect, and the bright iudent will only t<^o quickly understand 

the motive if he. is assigned more work than his' peers... 

7 / 



It il true that, the characteristici of the exceptional student include the 
ability to complete work ahead of othe/s. are more creative, original, etc. Yet , 
he should not be penalized nor punished simply because he can.do more work in less 
time and often with better results. ~ 
Tonne further states that "activities should be so planned and structured 

i 

6calfin W. Taylor. "Be Talent Developers as WelFas Knowledge Dispensers," 
Today's Education , December 1968. 

^Herbert A. Tonne and Louis C Nanassy. "Business Education and the 
Academically Talented." P^mMples of Business Education, 4th ed. , McGraw 
Hill Book Company (New York: 1970). 
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so that each student can nchleve goals close to his highest potential," and 
that teachers should "provide these students with exercises t*iat call for a 

•f 8 ^ 

higher level of problem solving than that given to other students in ^he class." 

With this in mind, the teacher using the occupational model plan can help 
guide his students toward applying for those jobs which call for less clerical 
activity and more decision and problem-solving ability. Not only may these 
sttidents apply for those positions labeled "challenging" (model descriptions, 
Appendii^, but they can be encouraged to apply for an internal office position 
involving increased responsibilities such as administrative assistant, office 
manager, or bookkeeper. Rather than defining their role too circumspectly, 
the teacher should bXloyi all the room possible for the expression of creativity, 
resourcefulness, respoasi^ility , and decision making. 



W 

4 
\ 
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Personal characteristics must be considored, but in conjunction and 
^^.^Iffiultaneously witH the analysis of the total work situation. Where there is ^ 

art office there is, a work group with people; and where there are people there 

w 11 . 

fs social interact iqh and human relations problems. 

From xilvestigati^ons into employer opinions of why people do not succeed 

on the Job, it is apparent that human relationships are almost as important as 

\ 

the basic skills so far as the requirements for good office workers are^con- 

* ~~ 

cemed* 

Approximately two-thirds of the total incidents reported in the NOBELS 

♦ ^ \ 

'study Involved the worker's perception of his role expectations within the - 
formal' sySHm. Part of ^he study defined in behavioral terms the characteristics, 
attitudes;- and traits of Workers relative to the social context of office work. 
The incidence of ineffective behaviors reported in situations involving social 
Interaction were almost twice as high as effective behaviors reported in the. 

same situations.. • • ' , 

Such findings, reports! Calhoun, possess significant implications for the ^ 

improvement of this phase of the preparation of office workers in terms of more 

• - , ' ' 12 ■ 

accurate expectations of theirrole within the work group. ■ , 

Thus it is imperative iri the occupational model plan, as well as in any 

vocational, office educat 'on proRram, to involve students in social and work 

group internction ns m.nh /^i possibU-. Those programs which'initiate an internal * 

ofclce 6itu.it ion lend t.lio;r,s- K'es mon- readily to developing social interaction- , 



llpred S. Cook and Edvard Gary Shapiro. "Factors Associated With Success- 
ful Adaptation to llie Secretar ial-Stcnograpiiic Role."- Research Project Final 
Report. Wayne^^State Univer.ity^ October 1968, 451 pages ERIC #ED 040297. , , ^ 

^^C. C. Cnlljoun. and Bobbyi J. Wilson. "New. Office and Business Education 
Learning Sy«tcfa." l'lL'llLil'-lli!:^Il^--l-— ^^^^ Association Yearbook, No. 8. 
Washington, D.C. : National Busint'iss Kducatioti Association 1970, pp. 40-59. 

' • '\ ■/ / / 

* \ . ^1 IK?.. 
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The occupational model plan serves as a. vehicle through which the student may 
gain more accurate perceptions about the world of work and his rule as an office » 
worker. 

Frequent briefing and de-briefing sessions are not only effective in 
motivating student creativity and problem-solving abilities, but provide a base 
for hashing out human relations problems when they occur. They also provide a 
feeling of belonging, and develop- the spirit of team-work, a most important 
phase of social- role acceptance for the individual. ^ 
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* CHAPTER 'V 

FULL-SCALE SIMULATION 

MO DEL OFFICE 

—f ; 

Girl Friday, Inc. is a public stenographic agency. The product it sells 
is "office services." Their goal is to make a reasonable profit based on 
quality and reputable service to companies, offices, and business people of 
the local community. 

"Sten^^rlpters, typists, clerks, and bookkeepers take dictation, type 
reports, perform clerical activities, and provide a variety of services to 
their clients. 

Internal operation of the compariy includes several positions besides the 
employees who work directly and only with client activities. These personnel 
are as follows: 

Receptionist n 
Office Manager - Bookkeeper 

Clients of the business are, in reality, the Z^occupational models. Each' 
individual prdject is filed behind that client's company name The simulator 
(outside world) acts as various personnel from these firms and brings work 
orders andivldual projects) to employees at Girl Friday, Inc Customers will 
not pay Seir bills--much less return again-unless all materials produced are 
quality work. 

Girl Friday, Inc. develops the distribution schedule for the simulator, so 
that wUhin the office operation there is no contact with Occupational Models, 
as sucr ?he client, of course, brings his Company Manual and Procedures Manual 
II tSe employee with whom he works, so that she in turn has ready access to the 
way his specific company operates. 

A large-scale simulated office can easily be developed by using additional 
internal office personnel. Girl Friday. Inc. at Fargo South is designated as a 
branS^^ e w th billing and other accounting, procedures conducted ^Is^where. 
For the nK>>e Ambitious or larger OE programs.- a Home Office could also be in- 
cluded. (See pp. 73-78 for job description of Home Office. ^ 
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sWs IN SETTlNfr UP FULL-S IMUUTION 

GtRL FRIDAY* . 



Students Teacher 

\ ' * \ 

XI. Selected ^rst 8 occupational models— based on ability level 

of students enrolled in the program. , \ • ^ 

x' X 2. Established jobs and job. desertions for internal office \ , 

operation of feirl Friday: (a)4ffice manager <b) receptionist 
(c) stenographers (dX clerk-typists; * \ # 

. X , • X 3. Coded supply lists from all (24) models; card file established 

(see page 65 for example) 

X . X 4. Central supply files established—following client iiame (model • 

companies),, arvd file folders prepared. , 

X ,5. Girl Friday office forms prepared (designed, t^ed, duplicated, 
filed) . ' . 



X 



6. Duplicated and filed client supplies needed (from supply lists 

. vtn models ;-f^tl«d-a<>e«^i*e-'**-*®<*^ established in 3, 4, above; 

. ■ • \ " - ■ 

X X 7. Defined job descriptions for internal office. 

y' X ' 8. PreparedGirl Friday Office MffliMal (wfote material, typed, 

■duplicated, made available ^or later use>. See pages 68-72. 

V X 9. Room" arrangement and ^decoration. Included in both teacher and 

* student input were tfe, needs and wishes of other students and 

teachers who use the' room, as well as the janitor. Students 
. , ' chose where they X.o"^<i- sit and wit^ whom.- 



X 



X 
X 



X 10. Pre-testing: (Oiio w.ek) Based on OE units; test covered basic ^ 
office skills, typex^riting, shorthand, machines, etc. 

- 11. StudentWreparcd Lhcir own graphs ,\re cording the class average 
and plotting their scores. (See pag^ 15.) ^ - . 

X' J.2. Pre-SimulaLion: ■ (On<-. week) A help-wWed ad appeared on the 

bulletin board: . . \ . . 

"WANTED: omiVloyoe with typing ^d transcription 
skills for work in a secretarial services branch 
office. Write Box 243, Fargo Foyum, .stating 

qualifications." .. , 

(a) Students wrote 3 letters asking for pymission to use names. 

(b) Letter of appl i cat ion, and resume'. \ 
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Students Teacher 



t 

1 



X (c) Interviews conducted with students 

X (d)' Follow-up: Students were hired (two* for each of the 

f-'^st models chosen as Girl Friday clients), 
(e) New workers received the Comp'any Manual and Procedr- £S 

Manual for their particulat client, in order to become 

familiar with that company. 



GIRL FRIDAY SECRETARIAL SERVICES "OPENS ITS DOORS, FOR BUSINESS" 

X . • X 13. Receptionist and office manager of Girl Friday met with the 

executive vice-president (teacher.) for a briefing session. r\ 
(They remained on their jobs for ^one week, at which time thiy \ 
trained anpther worker foV the job. They iiioved to positions 
' , / as stenographers or clerlc^typists , working* for clients.) 

X 14. New employees reported to the Office Manager.^ who required- 

them to fill out W-4 forms with<?the recepjtionist. - -After , 
receiving* their Girl Friday Office^ Manual (see page 68) they • 
reported to their assigned work statiofts. \ ' 

15. /Executive vice-president prepared a weekly work input sheet ^ ^ 
/ for the Office Manager. This listed worker's names, together 
/ with clients and specific dally projects. (Since there wero 
y .two employees assigned to each client, it was the responsibility 
/ of tlie office manager and the two employees involved asr to dis-- 
tribution of work load.) ^ * ♦ - 

•16. Incoming mail (daily projects were 'submitted through the mall, 
^ a^* appeared on the^^list in 15 above). Receptionist posted 

mall receive^.. Mail was then submitted to office manager for 
handling and distribution. Handling included preparing a \ $: 
Work Order (see p. 64) " / 

_ 17. Stenos and clerk-typtists procure</needed supplies through the 
rcCL.p Zionist from clients' supply folders. Completed work as 
described; prepared client invoices based on charge^ in .Girl ^ 
Friday Office Manual; and prepared materials for proper dis- 
t:ribution™(also listed. in Of fice^'Manual). ^ 

lb. Office managor\checked completed work, ready for mail. 



X 



X 



19. 



20. 



2] 



Receptionist prep^ed outgoing mail— -recorded potetage expense, 

Hxacutive vice-president received mail (for chej:king against^, 
supervisor' key, and follow-up). . 

'Payroll prepared weekly (see Office Manual). ' Office manager 
evaluated employees on Friday befdre leaving her position; 



n. 
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Students Teacher 



22.. As stenographers and clerk-typists gained confidence an^ 

proficiency with the operation of their secretarial services 
company, new clients were added. * (additional model input, . 
. based on ' ability-level of OE student workers, and difficulty- 
- level of models available) 



EVALUATION: Based on; - - 

(1) quality and quantity of work produced 

(2) office manager and '^executive vice-president's w^pkly evaluation 
^ ^ of employees - ' 

(3) attitudes and effectiveness in social-interaction activities 

(These, included: .'accepting instructions, criticism; giving 
supervisidn; working together as a tein to complete client 
work orders on time; abilityito work und^r pressure; use of 
supplies and equipment; etc.j) 

) 

■ .: ■ ■ ■ ■ ; . ■ ■ • ■ 

GIRL FRIDAY, INC. is located at -Fargo South High School. 'Executive vice-president 
is Mrs. Cathie Ferguson. » / 



J 
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This card covers to 

School :. :" " 

Name ' l.A.n 

Rpfj hours . ... ^. - ; 

-*» .... « 

QT hours .. ^ I 

All overtime & loss time, to be 'recorded on JtHe reverse side & 
approved by the immediate supervisor.: \ 

Supdts^r's ^ 
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INCOMING MAIL RKGISTER 



DATE RECEIVED 



ERIC 



SPECIFIC .ITEM 



FROM 



DISPOSITION 



WORK ORDER 

_L _N0. 

- { 

BILL T0_ ^ 

ADDRESS \ , 

PICK UP __WHEN WE MAIL HOW WHEN 

DELIVER TO WHE N - C ALL WHEN READY 

— , ^ — _. - • 

INSTRUCTIONS 



DATE NAME 



STENO'S TIME 

8 % X 11 double spaced 

w/tab or numerical date 
letter, single-space 
lega l d ouble-space 

^single-space 

^dbl-sp, w/tab date 

^carton copies 

envelopes , lines 

cards, labels, etc., lines 



Jjlue legal binders 
folders 
other 



TOTAL 
TAX 
FINAL JO 



Plus One Carbon 
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STEELE PUBLIC SCHOOLS 
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SECRETARY 
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SUPPLY # 


REORDER 


PRICE 


■• 

Transmittal Forms 


30- 


-01 


.05 




Letterheads 
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■02 


.05 




Lunch tickets - 
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■04 ^ 
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annual 


30-04-1 
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weekly 
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, Lunch receipts 
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Transcript Record Form 
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SUPPLIES REQUISITION 
Steele Public School 



Date 



Supplies Needed: 



' 1 
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7$ A 



GIRL FRIDAY 
SECRETARIAL SERVICES 
Fargo South Fargo, ND 58102 

INVOICE 

if ' 

Invoice No. 

SOLD TO: DATE: 



TERMS cash charge 




DATE 


QUANTITY 


DESCRIPTION 


CHARGES 


TOTAL 






TT 


• 

TAX 


, .... ^ 


TOTAL 




customer 
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Secretarial - General Office Positions 

Kidder County Agent 
Steele Public School 
Northland Chemical Company 
United Hospital 
Crabtree insurance Agency 
Western Potato Service 
Pioneer Mutual Life Insurance 
Minot Builders Supply 
Fargo Schools 
Nokato State Banlfe* 



Secretary 
Secretary to Superintendent 
Secretary 
In-Service Secretary 
Stenographer 
Personnel Secretary 
General Stenographer 
Secretary 
Secretary 
' Secretary 



Clerk-Typist Positions 

. State Farm Insurance Company 

Hugo's Piggly Wiggly/ - - 

Roughrider County Welfare 
Minot Builders Supply 
Northern School Supply 
Crabtree Insurance Agency 
"Northwestern Bell Jfelephone Company 
Roughrider County .Welfare 



Clerk-Typist 

.JClerk-Typist 

Typist 
Clerk-Typist 
Accounting Clerk 
Irsurance Rating Clerk 
.^Tjelephone Clerk 
L:iigibilitif''Clerk 



Bookkeeping Position s 

Crabtree r Insurance Agency 
Barta Building Supply 
FarTMfcr§ Union Oil Company 
Minot Builders Supply 
' Nokato State Bank 
Steele Farmers Elevator 



Bookkeeper 
Bookkeeper 
Bookkeeper 
Bookkeeper 
Te lie r-Bookkeepe r 
nookkeeper-Of f ice Manager 



See following pages for job dcr,cri pt 'onr,, cquipncnt utilized on the 
and recommended qualifications. 
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Secretarial - General Office Positions 

KIDDER COUNTY AGENT SECRETARY ^ (bacic) 

Ttte secretary is responsible for a variety of duties that the Kidder 
County Agent assigns. The employee files, types reports, letters, 
listings- and numbers. Materiar is transmitted' in longhand- or corrected 
copy. 

Equipment: typewriter, duplicator,- adding machine 
Qualifications: typewriting j 



-STEELE PUBLIC SCHOOL SECRETARY TO SUPERINTENDENT (basic) ^' 

This position requires completing a variety of duties that a secretary 
iftay have to do for a superintendent in a small high school. A con- 
siderable a»)unt of typing is included in the preparation of reports," 
ordering lupplles and commodities, and preparing' transcripts and letters.^ 

Equipment: typewriter,, duplicator, adding machine 

Qualifications: typewriting . ^ 

NORTHLAND CHEMICAL COMPANY SECRETARY (basic) 

The employee is responsible for typing letters on stencils; completing^ 
forms for insurance and consignment purposes; and preparing materials for 
proper distribution. 

Equipment: typewriter, duplicator, adding/calculating machine, transcribing 

machine - . * i - 1 1 

Qualifications: typewriting, shorthand or machine transcription skills 



UNITED HOSPITAL 



* . " IN-SERVICE SECRETARY ' (intermediate) 



Typing is a m.ijor activity in this position. Letters, minutes of meetings, 
policy revlslors, memos, bulletins', and purchase requisitions and orders, 
are indicative of the . secretary ' s dufles. Posting from notices, filing 
and retrieving, are also dally responsibilities., Some degree of imagination 
is needed in preparing attractive designs on buUetin board memos. 

■*Contalns working papers. These should be cut, labeled (project no.), and 
filed in project envelopes prior to model activity. 
^• 

EquipnK?nt: typewriter, duplicator ' ♦ ^ • 

Qualifications: typewriting 



CRARTREE INSURANCE AGENCY 



STKNOCRAVllER (intermediate) 



The stenographer works closely with the agent (owner), as well as with the 
other two empluyees (Insurance Rating Clork and Bookkeeper). Activities 
include: -typing corxaspondence, memos, nnf reports f'^J^Nio;;^" draft; 
taking dictation or transcribing from machine; preparation^ typing of ^ 
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budgets, forma and reports; handling incoming and out-going yinail. 

♦ ^ / 

Equipment: typewriter, duplicator, adding/calculating macjhine, transcribing 

machine / 
Qualifications: typewriting, shorthand or machine transcription skills * 

PIONEER MUTUAL LIFE /INSURANCE COMPMY STENOGRAPHER (intermediate) 

Secretarial-pool assignn^nts typify thi^ position. Responsibilities 
Indlude: filing, right-margin justification ([news article); duplicat^^ig; 
dictation and transcribing; typing. 

Equipment: typewriter, duplicator, adding machine, transcribing machine 
Qualifications: typewriting, shorthand or machine transcription skills 

WESTERN POTATO SERVICE PERSC^EL SECRETARY (intermediate) 

Activities Jhclude: completing personnel records; preparing forms; 
composing and typing correspondence; and maintaining company personnel' 
records and files. ' 

Equipment: typewriter, duplicator, adding machine transcribing machine / 
Qualifications: typewriting, shorth^d or machine transcription skills- 

FARGO SCHOOLS " SECRETARY (intermediate) 

The . emplcyyee takes dictation, transcribes; types correspondenca, forms and 
reports; record-keeping related to 17 school audio-visual accounts, 
including equipment and inventory charts. . 

r . 

Equipment: typ^riter, duplicator,, adding machine, transcribing machine 
Qualifications: typewriting, shorthand or machine transcription skills 

MINOT BXJILD6RS SUPPLY SECRETARY (intermediate) 

The secretary. takes dictation and transcribes materials; prepares reports A 
(including detetminlng percentages and making revision decisions) ; 
duplicates materials; verifies and posts to accounts; and types a variety 
of forms and items. 

Equipment: typewriter, duplicator, adding/calculating machine, transcribing 

machine * . 

•Qualifications: typewriting, shorthand or machine itranscription skills 
(bookeeeping and office machines helpful) - 

NOKATO STATE BANK^ ' ' SECRETARY • ^ (advanced). 

^Thi3 position covers a wide variety of general secretarial skills ,^ppLied 
*to a-medium size commercial bank, including: typing letters, finMcial* t 
statements, board minutes, and forms and reports. 



Equipitient: typewriter, duplicator, adding mchine, \t.ifanscriHing machine 
Qualifications: typewriting, j^horthand or machine tl^ariscriptioi^ skills, 
:^ ' '(bookkeeping an^" office machines helpfud\) • 



Clerk-Typ^ist Positions | 

' STATE FARM INSURANCE cbMPANY CLERK-TYPIST ^ (ba^ic) 

The employee types var4oUs insurancie/ forms (applications, policies, etc.) 
and correspondence, froin handwritten «iiotes and forms as well* as from 
corrected copy. Filing/ operations are.aiso among the clerk-typist's 



duties. 'I 



Equipment:^ typewriter \ 

Qualifications:, typewriting/ / 

' - ■'.-/" , ^ ■ '* 

HUGO'S PIGGLY-WieGLY" ^' CLERK ' , (basic) 

The clerk "works" with basic grocery sto,re operations, including: *tlia 
preparation of, reports.; handling currency; typing dai_ly_ cash' register 
receipts^ and payroll" reports ; procesj^ing Aitility pAym^ts;. and preparing 
advertising copy; 



Equipment r typewri ter,^ adding machine 
Qualificatloas : typewriting ^ j 



^T?qfTGHRIf)ER COUI^^TT - WELFARE TYPIST ] . . (intermediate) 

^- ^ ^ • ^ 

The employee is' responsible to ^any office personnel in the office. 
. Activities include: preparing .trnnst;ripts fro© rough draft reports; 
^typing from Cfanscriblng ma/:hinq' 'belts; and completing detailed infqrmation 

on numerous ^ypes of fdt;ms. •* - . »' 

Equipment: ^typewriter, adding machyne, transcribing machine^ - 

^ualificatiohs: ' typewriting, ^^fchifte ^transcrip'tion skills 

. • ■ / \ 

• ' / . . 

'mINOT BUILDeIiS Supply clerk-typist .(intermediate) 

'^ttTe employee typiJs Ijettors, memos, forms, and reports from rough draft;. , 
verifies invoices and r^port^^^ files and performs various clerical duties. i 

Fquipmo^i: lynow^riter, duplicator, adding/calculating machl^ac, transcribing 
; ' machine • 

Qu^li fi rations: typ'^wri ting 



NORrHERM SCHOOL ^SrPPLY'* ■ ACCOUNTING GLLRK - ' (inter,medlate) 



\ 



The clerk per^orr>s the name basic taskfi every day and the work procedure, 
is fairly "rout Lnf'' onro the^ employee is familiar 'with the daily operations. 
These inclruior v^'^ ifving, roc(i'rdinj> , and processing of , incoming checks - 



and invoices-; preparing outgoing checks, and daily bank deposit. The 
clerk also occas.idnally/types purchase orders^ acknowXedgraei^ts, and cor- / 
tespon^eftce. • i > . i * 

■ ■ ' • ° i \ • J / 

*Coatains*4orking papers: These must be jremoved f r.m jkit , > cut to sizey 
and filed in labeled daily, envelopes pridr to' model acjtivity. > / 

• - ' •• f ' . ' / ■^/ 

Equipment: typewriter, adding/calculatinig machine i ^ / / • 

Quaiifipations: , typewrit irtg, record-keeji^ing fundamentals' . / ' 



CRABTREE INSUR^ck AGENCY I^ISUMNCE i|aTING CLERjf ! (ad'vanped) 

The employee is respoI^^ible for rating it|s«irahce' policies f6r automobile > 
dnd 'homeowner 'insurance Applicants. Aj:Jfet^ties. include: re-i?a^ing policies 
that expire, renewi^ig policies; ordering j policies.; conpletjng ^nvoices; 
and maintaining fil6s. j , i / 

I - ' ; ., \ •• ^ 

Equipment: typewriter, calculator 
Qualifications: typLAwriting,; ability to 



follow detai Led written instructions; 



and s^me-com{)ut-ational 'ability* 



/ 



"NORTHWESTERN BELL TELCl'HONE CO^ffW * jTELF.PHONE CLEiRK/ -.(chaUenging) 



7 

9 I 



*The telephone clerk^ is i responsible. for: I .. ' |. ' • 

, X, custcmer con ta/^t often talks with customers j over telephone, 
taking nec^ss'aryi action to handlfe requests. 
2 clerical ^wCies - maintains recoWs and filesi necessary . to \ 
• .perform cuhoraef.Uiontact and coljlcction work j(for 25 customer 

. aGOOunts).; 7" 1 ■ , / i n ..j 

3. re'cord-kgepfA g - keeps customfer j accounts pp-dated at all time^ 
so that customer jcontact is' accurate and /efficient. ^^.^ ;■ 



■I 



*An' "outaide-world" simulator (cust.-mery is es,$enti^al. Working papers 
must be removed from itit,. cut to' size, and. filed ii^ labeled | envelopes , 
prior to model activity. j ,' / ; 

PquipmentV,*' typewriter,^ telephones (a,t leasi two Connect in^ phones) , / 
J . . " adding ma'chinc ; 1 'k ( J 

,QuaU'hcaUons:, typewriting-; ability to make - dec/Ls ions under pressui/e, 
• ' •,; an.d re-iiain poised, courteous, and patient. ' '/ 



I 



rAuGHRIDER COLS'K'.WniFAT^r* ^^LTGIBILm CLERK /S (very chaiynging) 

' The I employee works w^ii/ initial food itanp arpl/lcafions -under the/ - 
■ oo^emmcnt.-<iclmini-.tjro^ volfnre -program. Responsibilities requiye the 
Ability to: undorstxiVl federal-state plan maif aL instructions; /account 

'for liionciy; soinfoodlamps ; conduct banking and - correspondence /activities ; 

verify, tr^ansfe^';, aiid oc^soinble dntji from nnmc^irous government report forms. 

^★Contains worVi/i;! pap.Ts: must b/'romovcd ffom kit, cut tb si;:e, and . 
filed in laboic/d, enwl:!ro^~,.Eli^ activity., / 



/ 



; 



Equipment: typewriter, adding/calculatirrg machine*' ^ 
Qualifications: typewriting; ability to understand'complicated written 
instructions, and prove one tj^pe of" report data against 
data from other sources. 

r 



Bookkeeping' Positions 

^ CRABTREE INSURANCE AGENCY 



BOOKKEEPER 



(interntediate) 



TJie employee is ^responsible for: posting to journals, cash ledgers, 
accounts receivable ledge^-, and tiie rash book; as well as routine* 
corres^yondence and filing. Daily posting^ to accounts 4s esseiitial, 
as'well as legible handwriting, ^nd accur^eiy in computational work* * 

Equipments: typewriter, adding/calculatiugl machine • * \ 

•Qualifications: typewriting, bookkeeping j 



I 



BARTA BUILDING' SUPPLY 



. DOOKKEEP^R 



(intermediate) 



The bookkeeper poordinates bcoks, records, billing, buying and spiling 
practTces of a small" retail luml or company. Activities include : ' -monrhly 
billing procedures; bankirig duticf^; and typing letters and addressin-gf . 
envelopes, plus a varil^ty/ of daily activities. i ^ 

Equipment t typewriter, y;idding machine 

Qualifications:/ typewriting, focbrd-keepJug. or bookkeeping 

FARMERS UNION/ OIL COMPANY 

/ 



BOOKKEI-PER. 



(intermediate) 



The employee is responsible £^r: bi-weekly 'payi/dj-l; the daily bank deposit; 
bank reconcii4riitl'(nT;-ikiIly rcc^dp sheets; and composing porrespondenca. 

Equipment: , typ^riter, adding/calculating machine 
Qualifications: typewriting, bookkeeping / 



' 1 



MINOTl.BUyjOERS SUPPLY- - 



^ 'BOOKKEEPER 



(advanced) 



Bookkeeping, typing, and cffLco machines activities typify the responsibiliti 
of the bookkeepef^^in this br.uK'i office. i;ost>a^ to* journals and customer 
statements; majntainl.v', ?nveiUo-y; a.ul processing billihg procedures are 
among the duties. z ^ 

Equipment: typcwrjto*^ .•^cidiri^/cal culalin^ machine, duplicator 
Quali f icationsi typewriLing, bookkeopih^ * * ^ 



STATE BANK* . • TELLER- BOOKKEEP BR- f '?^^djvanced) 

The employee performs many degni led checking and ^bal^ncing aCtivipes, 
requiring both patience and concentration. , " , • - .| . • ; 

♦Contains working papers. These- must be^reiupved from kit, cut. td size, ■ 
and 'filed in labeled envelopes prior to model activity. Materials 
provided simulate walk- in customers to the bank teller's window. | 

Equipment: typewriter, posting or billing mach.ina (typewriter dan 

substitute), adding/ calculating macliine 
Qualifications: typewriting, bookkeeping^ (office machines heldful) 



'STCELE 'farmers ELEVATOR BOOKKEEPER-OFFICE MANAGER 



{[advanced) 



The employee is responsible for buying an4 selling of grain (with. grain 
.prices as a' governing concept^; performing banking dutj-es; recording d^iiy 
sales;, writing checks; prdparing insurance reports; reporting taxes; and 
composing correspondence. 

Equipment: typewriter, ndding/calculating machine 

Qualifications: typewriting; bookkeeping; ability to make decisio«s , 



